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PLANNI NG AND RESEARCH OFFI CER

(Conpetitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible adm nistrative position

the primary duties of which are assisting the various operations
of the fire departnent in devel oping, researching, planning,
mai ntai ning, and inventorying departnent records, equipnent,
appar atus, coordi nating prograns and research information. The
wor k al so i nvol ves purchasi ng, maintenance, repairs, record and
report witing, recognizing standards for fire departnent
operations in reference to supplies and mai ntenance of vehi cl es,
apparatus, structural facilities and grounds. Work is perforned
under the general direction of the Fire Chief, who eval uates
wor k by conference and review of reports.

EXAMPLES OF WORK

Exanmples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | oqical
assignnents to this class.

Assi st in planning and devel opi ng of prograns for all divisions
of the fire departnent, as well as research various new aspects
of fire protection equi pnent and appar at us.

Assi st the various staff nmenbers in studi es of assigned projects
and help to prepare recommendati ons.

Mai ntain records and submt reports of work

Cooperate in working in various divisions on prograns, projects,
i nventory of equipnent and apparatus, making investigations of
utilization of fire departnment buil dings and prem ses.

Oversees the mintenance and replenishment of stocks of
materials and supplies required in departnmental operations;
prepares requisitions for purchase; assists in the preparation
of specifications for materials, supplies, and equipnment, and
may negotiate with and interpret departnental requirenents for
suppliers.

Respond to fire alarnms or energency calls as assigned by his

supervisor to offer assistance in coordinating departnental
operations of maintenance, fire fighting repairs, etc.
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QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application for adm ssion to
the test.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have no felony convictions.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Miust posses a valid notor vehicle operator's license issued by
the State of Louisiana.

Must have at |east three years of full-time, paid experience in
fire suppression or other fire related services with a federal,
state, local or other governnental firefighting agency, or at
| east three years of experience in sone other field such as fire
i nsurance cl aims adjusting or industrial fire safety which woul d
provide famliarity with fire hazards, fire codes and fire cause
det erm nati on.

After offer of either enploynent or pronotion to a position nust
meet and maintain any medical and physical fitness standards
desi gned to denonstrate good health and the physical ability to
perform the essential duties of the position, with or w t hout
accommodation, as determned by a qualified nedical physician
and adm ni stered by the Appointing Authority.
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